dL WASHINGTON STATE DEPARTMENT OF
= LICENSING
Manage Real Estate Business Names

These instructions assume youbve already <c¢crea
your business license.

See Create your user access document for detailed instructions for these processes.

Business Names for Real Estate Businesses
Real Estate Firms can have three types of names associated with the Firm.

1 Business Entity Name: This is the legal name you have registered with the
Secretary of State (for corporations or LLCs) OR with the Department of
Revenue (for sole proprietors or partnerships).

o For Sole Proprietors, your business entity name is your name formatted
as last name, first name middle name. Example: Henderson, Amy Janene

1 Doing Business As Name: This name will print on your Real Estate Firm
license along with the Business Entity name. There is no charge for the Doing
Business As name.

1 Assumed Name: Any name other than your Business Entity or Doing Business
As name under which you will be doing business. Assumed names are $200
each and will print on an attachment to your Real Estate Firm license. They are
renewed with the Firm license.

Before You Begin

1. Request approval from Department of Licensing Real Estate Program for the
new name(s) you want to use.

2. Once youbve received an approval l etter or
y ou Ol | register gourthames with the appropriate agency:

1 Business Entity Name: Register name with either the Secretary of State
(for corporations or LLCs) OR the Department of Revenue (for sole
proprietors or partnerships).

1 DBA Name OR Assumed Names: Register names as Trade Names with
the Department of Revenue.

3. Youol | need to upload a copy of your name
your Business License issued by the Department of Revenue showing all the
names you want for the business.
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Start the Online Process

1. Click the Business Licenses link from the gray navigation bar at the top of the

page.

Professional
Licenses

WASHINGTON STATE DEPARTMENT OF

LICENSING

Home

Business
Licenses

Filea
Complaint

Course
Search

License
Lookup

2. Click the link in the tile for the business you want to update.

Manage My Businesses

dijohnson@dol.wa.gov

uBl

601-250-353

3. Click the link for the License in the Licenses list.

Business Licenses

JOHNSON, DIANE

UBL 601-250-353

Email: dijohnson@dol.wa.gov
Business email: dijohnson@dol.wa.gov
Business Phone: 555.555.5555

Primary Contact Name:

Primary Contact Phone:

Update business information

Apply for Business License

Close Your Business

Update Business Name

logy Student/Apprentice

Make a Payment

More Actions

e

Unsubmitted Applications Submitted Applications More
Renewal/Reinstat
License License Type Expiration Date License Status Sub-status. At S Action
22000001 Real Estate Firm January 10, 2024 Active None None
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4. Click the More Actions link in the blue menu bar.

Business Relationships

License Number: License Type: Status: P
Print License

22000001 Real Estate Firm Active
Business Name: Doing Business As: Phone: Add Branch License
JOHNSON, DIANE None 555.555.5555
Email: Physical Address: Mailing Address: _

" Finding
dijohnson@dol.wa.gov None None
First Issue Date: Current Issue Date: Expiration Date:
January 10,2022 January 10,2022 January 10,2024 More Actions
Sub-status: Web-Address: Discipline:
None None None
Program:
Real Estate

1 Update Business Entity Name: Click Update Business Name link and go
to Update Business Entity Name.

1 Add or update DBA Name: Click Update DBA Name link and go to Add
or Update Doing Business As (DBA) Name.

1 Add or remove Assumed Names: Click Manage Assumed Names link
and go to Manage Assumed Names.

Select appropriate

Manage Assumed Names

Update Business Name

Update DBA Name

Close Business

Less Actions
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Update Business Entity Name
1. Answer the eligibility questions and click the Proceed button.

1 You must be able to answer Yes to both questions before you can
continue.

Eligibility

By answering the following questions, eligibility for the license application will be
determined.
* Have you had your firm name pre-approved by the Real Estate Program?
® Yes

No
* Have you done a name change amendment with the Secretary of State’s office and up-
dated your business license with the Department of Revenue?

® Yes
No
(o
2. Your current business information will be displayed. Click the Validate UBI

button.

Update Business Name

O "
Request Information

603-130-590

’
Validate UBI

* Business Name

REAL ESTATE AT THE LAKE LLC.

Back m
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3. The system will display the name currently on file with either the Secretary of
State website (for corporations or LLCs) or against the Department of Revenue
website (for sole proprietors and partnerships). Click Close.

UBI Search Details
Business Name: LAKESIDE REAL ESTATE LLC
Status: Active
Business Structure: WA LIMITED LIABILITY COMPANY
‘ Close
4. The system will update the Business Name field. Click Continue.
Update Business Name
o
Request Information
|
:;D(‘E;IDE RE.AI. ESTATE LLC
5. Upload the required document and click Continue.
Update Business Name
o
Attachments
You can upload these file formats: .pdf, .jpg, .jpeg, .png, 4iff, .omp, or .gif.
Real Estate Program Name Approval Letter
Orrop s
e
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6. Enter your name exactly as shown below the Signature field and click Submit.

Update Business Name

Review and Submit

Questions Review

Business Structure

Limited Liability Company

usi

603-130-5%0

Business Name

LAKESIDE REAL ESTATE LLC
Mandatory Submission Review
Real E
ONE W,

Declaration

Icertify, under penalty of perjury in the State of Washington, that all the information I've provided in this application and any associated documents is true, complete, and correc

Signature

Please type your legal name as shown below
Diane Johnson

Diane Johnson

7. Click Ok at the Successfully Submitted pop-up.

Successfully Submitted

Thank you for submission of your request.

The name will be reviewed by Department of Licensing staff.

Review and Submit

After it has been approved, you will see the updated business entity name on the

License detail page and youoll
the updated business entity name displayed.
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Add or Update a Doing Business As (DBA) Name

If you update a DBA name, the previous name will be released and can be used by
another real estate firm.

1. Answer the eligibility questions.

1 You must be able to answer Yes to both questions before you can
continue.

Eligibility

By answering the following questions, eligibility for the license application will be
determined.

*Have you had your DBA name pre-approved by the Real Estate Program?

® Yes

No
*If you are using an approved DBA, did you register the name as a Trade Name with the
Department of Revenue?
® Yes

No

=5

2. Enter the name you want to use as a doing business as name and click
Continue.

Update DBA Name

O

Request Information Review and Submit

Request Information

*Update New DBA Name for Account:

Super Special Realty

=
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3. Upload the required documents and click Continue.

Update DBA Name

® - o]
Request Information Attschments Review and Submit
Attachments

You can upload these file formats: .pdi, .jpg. Jpeg. .png. 1iff, .bmp, or gif.

Real Estate Program Name Approval Letter

[ ]

Master Business License

[ ]

(e =3

4. Enter your name exactly as shown below the Signature field and click Submit.

Update DBA Name

o [ ] O
Request Information Attachments Review and Submit
Review and Submit

Questions Review
Update New DBA Name for Account:
Super Special Realty

Mandatory Submission Review
Real Estate Program Name Approval Letter

Replace Designated Broker.pdf
Master Business License

Replace Designated Broker.pdf

Declaration
| certify, under penalty of perjury in the State of Washingten, that all the information I've provided in this application and any associated documents is true, complete, and correct.
Signature

Dlease fyne vourlecal name as shown below.

Diane Johnson

Diane Johnson
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5. Click Ok at the Successfully Submitted pop-up.

Successfully Submitted

Thank you for submission of your request.

6. The name will be reviewed by Department of Licensing staff.
7. After it has been approved, you will see the Doing Business As name on the
License detail page and youodll be abl e

the Doing Business As name displayed.

Business Relationships

License Number: License Type: Status:
22000001 Real Estate Firm Active
Business Name: Doing Business As: Phone:
JOHNSON, DIANE Super Special Realty 555.555.5555
Email: Physical Address: Mailing Address:
dijohnson@dolwa.gov None Mone

First Issue Date: Current Issue Date: Expiration Date:
January 10, 2022 January 10, 2022 January 10,2024
Sub-status: Web-Address: Discipline:

None None None

Program:

Real Estate

February 4, 2022 9



Manage Assumed Names

If you already have assumed names, those names will be displayed on the Assumed
Name page.

Youol | eod820Cfdr aachghew Assumed Name you add.
Remove Assumed Names

If you remove an Assumed Name, that name will be released and can be used by
another real estate firm.

1. Click the Remove link to the right of the name you want to remove.

Manage Assumed Names

O

Assumed Name: Attachments Review and Submit

Warning
Add or remove your Assumed Names below. If you are adding Assumed Names, your Name(s) must be pre-approved by the Real Estate Program and registered as a Trade Name with the
Department of Revenue.

Assumed name

Add your desired Assumed name below. You can add 1998 more name(s).

L Extra Special Realty

Active

Remove

Even More Special Realty -
Remove
i | remove |
Add Name
=3

2. Click Yes at the Alert pop-up.

Alert

Are you sure you want to remove this name from your firm?

-

3. Determine your next step.

1 If you need to remove more names, repeat steps 1 and 2 until all names
have been removed.

T I'f you donoét ne e dlick@ntaue dnd gortoyCompéeme s |,
Assumed Name Application.

1 If you need to add new names, go to Add Assumed Names.
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Add Assumed Names

1. Click the Add Name button.

Manage Assumed Names

o

Assumed Name Attachments Review and Submit
‘Warning

Add or remove your Assumed Names below. If you are adding Assumed Names, your Name(s) must be pre-approved by the Real Estate Program and registered as a Trade Name with the
Department of Revenue.

Assumed name

Add your desired Assumed name below. You can add 1999 more name(s).

L Extra Special Realty

) Remove
Active

Add Name

2. Enter the name you want and click Save.

Assumed name

Add your desired Assumed name below. You can add 1999 more name(s).

L Extra Special Realty

Active

Remaove

MName

Superlative Realty
Save

3. Determine next step:

1 If you want to add more assumed names, repeat steps land 2 until all
names have been entered.

1 If you done adding names, click Continue.

Complete Assumed Name Application
1. Determine your next step:
T I'f you didnét add any Approved Names, g

1 If you added Approved Names, an Attachments page will be displayed. Go
to the next step.

February 4, 2022 11



2. Upload the approval letter you received from Department of Licensing AND a
copy of your Business License you received from Department of Revenue
showing the Assumed Name registered as a Trade Name. Click Continue.

Manage Assumed Names
° o
Request Information Attachments
Attachments

You can upload these file formats: .pdf, Jpg, .jpeg. .png. Aiff, .bmp, or git

Real Estate Program Name Approval Letter

o

Master Business License

Upload Files Or drop files

3. Click the certification checkbox on the Review and Submit page.

1 The certification statements will vary based on whether you added or
removed Assumed Names.

Manage Assumed Names
Assumed Name Attachments Review and Submit
‘Warning
Add or remove your Assumed Names below. If you are adding Assumed Names, your Name(s) must be pre-approved by the Real Estate Program and registered as a Trade Name with the
Department of Revenue.

Review and Submit

Mandatory Submission Review
Real Estate Program Approval Letter
Replace Designated Broker.pdf

Master Business License

Replace Designated Broker.pdf

I certify that

v |l understand that all Assumed Name(s) will expire on the firm license expiration date regardless of issue date.
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4. Enter your name exactly as it appears below the Signature box and click the
Submit button.

Manage Assumed Names
Assumed Name Attachments Review and Submit
Warning
Add or remove your Assumed Names below. If you are adding Assumed Names, your Name(s) must be pre-approved by the Real Estate Program and registered as a Trade Name with the
Department of Revenue.
Review and Submit

Mandatory Submission Review
Real Estate Program Approval Letter

Replace Designated Broker.pdf
Master Business License

Replace Designated Broker.pdf

1 certify that
v lunderstand that all Assumed Name(s) will expire on the firm license expiration date regardless of issue date.
Declaration

| certify, under penalty of perjury in the State of Washington, that all the information I've provided in this application and any associated documents is true, complete, and correct.

Signature

Dl tyne yaurl 0, as shown below.

Diane Johnson

Diane Johnson

5. Determine your next step:

T I'f you didndt add chek @k ahtsesSucoesstullyNa me s
Submitted pop-up and go to step 6.

Successfully Submitted

Thank you for submission of your request.

1 Ifyou added Assumed Names,y ouo6!l | be transferred to
process for the fees for the names you added.

o0 Be sure to go all the way through the payment process. Click
Continue until you reach the User Feedback page.
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Make Payment

PLEASE DO NOT USE THE BROWSER'S BACK BUTTON AS THAT MAY OVERWRITE YOUR DATA.
If you want to retur e your application, simply log eut and log back .
ALL PAYMENTS ARE NON-REFUNDABLE.

[ Checkout H Confirmation \

Note that you must use a valid VIS, MasterCard, AmEx or Discover credit card to pay online.

Transaction Number

Fee Description Li

Application Method Reference Information Amount Amount Outstanding
REQ-52502 License Fee Real Estate Firm AMR

$200.00 5200.00
Totlselect=d  $200.00

Email Receipt T dijohnsoni@dol.wa.gov

6. After any Assumed Names have been approved, you can see your assumed

name list for your Firm license. Go to View Assumed Names List.
View Assumed Names List
1. Click the License Lookup link in the gray navigation bar at the top of the page.

L WASHINGTON STATE DEPARTMENT OF
dL [ICENSING

Home Professional Licenses Business Licenses

License Lookup

Course Search

Enter your license number in the License Number field and click the Search
button.
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